
10 THINGS TO REMIND YOURSELF OF AS A 

CHURCH ADMINISTRATOR 

 
 
Working in a church office can sometimes feel like a lonely, thankless and stressful 
occupation. Making sure that we look after ourselves is a vital part of making sure we 
are personally and professionally thriving in what we do.  Here are 10 short 
reminders that may help us all to do that better.   
 

1. It’s a job as well as a calling.    Many of us work well above and beyond and 
are hugely committed to what we have been called to as church 
administrators.  However, what we do should have limits and boundaries; 
sometimes you can just say’ enough’ and let the ansa-phone do its thing! 
 

2. It’s not just my burden.  We often carry responsibility for a huge variety of 
projects, plans and problems that can range from a major building plan to Mrs 
Miggins’ rota availability.  At times, this can feel overwhelming.  Give yourself 
permission to share the load on occasions, asking others to carry some of the 
responsibility can be liberating for you and also for them. 
 

3. I really am loved.  If you have just taken the third abrasive phone call today, 
this statement might ring very hollow.  Remind yourself, however, that you are 
uniquely and extravagantly loved by God.  Feel free also to consider 
reminding your congregation that occasional chocolates, flowers or a 
compliment would really help your memory in this area! 
 

4. He/she is loved.  Whoever your difficult parishioner / supplier / colleague / 
boss might be, they are also ‘fearfully and wonderfully made’ by a God who 
sent His Son to die for them.  Maybe, if they have really annoyed you, offer 
them one of your chocolates (see 3 above) as a sign of that love and see 
what happens?   
 

5. There’s always next week!  When you spot another pew sheet typo or have to 
stop two groups arm wrestling for access to a double booked room, remind 
yourself that mistakes are normal and are less important than what we all 
learn for the future as a result of them happening.  
  

6. I’m not indispensable.  We may feel or be told, at times, that the place would 
collapse unless that rota / report / email / return is sent / done / distributed / 
sorted.  Of course they are important, but rarely quite as vital as we or others 
sometimes think.  God can find a way, which may involve us, but may not! 
 

7. I’m not indestructible.  Just like ‘normal’ people, you do not have unlimited 
reserves of energy or capacity and sometimes it can all get too much.  You, 
or those near to you, need to be good at recognising the warning signs and 
taking appropriate action sooner rather than later.  Prevention or early 
intervention is always better. 
 

8. I need to be fed.  Who is encouraging, inspiring or challenging you in your 
role?  Ensure your job includes time for your training, equipping and 
refreshing. This is, of course, a place to plug the excellent resources and 
training that UCAN offers. 
 



9. Dibley may be more real than I thought.  Sometimes, when the choir are 
lustily singing ‘one song to the tune of another’ or the W.I have complained 
their cups were stacked in fives when the notice CLEARLY says NO MORE 
THAN FOUR IN A STACK’, it’s OK to hum a few bars of that famous theme 
tune to yourself and go and find a quiet place for a good belly laugh.  The 
church, including you and me, is full of people as wonderfully hilarious as in 
that much loved fictional village.  Of course, when you have dried your eyes, 
do go back to sorting out the ‘cup gate’ / ‘song chaos’. 
 

10. Family comes first.  Whether it is the ‘can I just have a quick word’ chat during 
Sunday worship, or the ‘hope you don’t mind, but’ call late one evening, you 
are allowed to say ‘no’.  It is OK to put both your personal and worshipping 
family life above your role as an administrator.  


